OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Change Order

This Job Aid shows how to:
e Create a change order in COMMBUYS

Of Special Note:

A change order is a way of making changes or updating an approved purchase order (including Master Blankets). Change
Orders are only allowed after a purchaser order has completed its entire approval path. Only the COMMBUYS
“purchaser”, listed on the document, or their BP supervisor and the DA superuser can create a change order. All revisions
to the PO are subject to the same approvals. Changes can be made to the items and accounting tabs. NOTE: Changes to
a purchase order appear on the Summary page.

Directions
by entefing the URL for COMMBUYS

n (https://www.commbuys.com)
: BUY in the browser.

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

Log in using your Login ID and password.

COMMBUY S INFORMATION:
For more information on COMMBUY'S please visit the COMMBUY S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers
Job Aids for Purchasers
Job Aids for Sellers

If you hawe any guestions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@@state. ma.us or ring us during normal business hours (8AM — 5PM Monday —
Friday) at 1-888-827-8283 or 817-720-3187

L1 Register
Register here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to registering.

W Complete Registration
Complete registration here to begin using COMMBUY'S.
“endors, please read this dizsclaimer prior to completing registration.

L | Open Bids
Browse open bid opportunities.
L1 Active Contracts
Browse active Contracts/Blankets.
L | Contract & Bid Search
Search for Bids and active Contracts/Blanksts.
L1 Registered Vendor Search

Search for registered vendors.

Login 1D:

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc.

All Rights Reserved
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Job Aid:
How to Create a Change Order

Screenshot Directions

Pl /"0 R

2. Upon successful login, select the Basic
Purchasing role on the upper right side of the
page and click the Search icon (magnifying
glass).

Search for:

Modue: Purchasing Module v

Document Type:

Advanced Search

3. The Advanced Search page opens. Use
the left dropdown to select the Module:
Purchasing Module.

Search for: Module: Purchasing Module

-

Type:
[

Bids
Commodity Codes
Contract/Blankets
ltems
Purchase Orders
Quotes
Requisitions
Vendors
Attachments

Advanced Search

Search for: Module: PurchasingModule -

Document Type:

Purchase Orders =

Search Using: | ALL of the criteria

PO#
PO Description

PO Type -

Release Number
Alternate 1D

Buyer -

Header Major Status -

Header Minor Status A

Requestor -

Department
Location A

Search Fislds: | Ty[;3 Code -

PO Date(MMIDDIYYYY)

Catalog
Required Date(MM/DDIYYYY) =
Vendor ID:

Fiscal Year

‘Organization -

-
Update Date(MM/DDIYYYY)
Vendor Hame:

Vendor Legal Name:

Item Description

UN S P §C Segment-Family

UNSPSCClass -

Commodity EPP =

-

Stock ltem Humber

4. Use the right dropdown to locate and
select the Document Type.

For example, Purchase Order for ordinary
PO’s or Contract Blankets for a Master
Blanket Purchase Order.

5. Page refreshes to show the Advanced
Search criteria box. You can now enter
search criteria to locate the purchase order
that will require a change order.

Enter search criteria and click Find It.

NOTE: a purchase order must be in ‘Ready
to Send’ or ‘Sent’ status before a change
order can be created against the purchase
order. The status can be selected from the
Header Major Status, if you want to filter your
results.
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Change Order
Screenshot Directions

‘Advanced Search o 6. The search returns a list of purchase orders

meeting the search criteria.

5 of 415

v+ [Patess o o o | Doilec [rocme|  Vehame | Tom e Click the blue hyperlinked purchase order # to
C113877-vCurrent (07/18/20068 VEHB4 Operational 0SDO1/OSDI0 | Richard Conversion Vendor $0.00 | 3PS- 1
St tvn Yo & open the desired document.
C114016-vCurrent 07/31/2008 VEHB3 Operational 0SDO1/OSDI0 | Kathleen ‘Conversion Vendor $0.00 | 3PS-
Senvices Division Reilly Sent
P0-12-1080-1080C- 05142014 Landscaping Services, Tree Trimming, Operational OSDO1/QSDER | Thomas Test Vendorb $10.00 [ 3PS-
1080100000 Catch Basin Cleaning, Snow Removal Senvices Division Clayton Sent
and Related Services
P0O-14-1080-1080C- 03202014 VEHE3 Operational 0SDO1/0SDA0 | James ‘C.N. Wood Co., Inc. $0.00| 3PS-
1080L-00000000162 ‘Senvices Division Fem Sent
P0-14-1080-1080C- 03202014 VEHS3 Operational QSDO1/0SDA0 | James McDevitt Trucks, Inc. $0.00| 3PS-
1080L-00000000166 Senvices Division Femi Sent
P0-14-1080-1080C- 0500712014 fest Operational OSDO1/OSDEP | Paula Minuteman Trucks Inc. | $203,320.00 ( 3PS -
1080L-00000000163:4 ‘Senvices Division Marshall Sent
P0O-14-1080-1080C- 03202014 VEHE3 Operational QSDO1/OSDI0 | James Northland Industrial $0.00| 3PS-
1080L-00000000175 Senvices Division Femi Truck Co., Inc. Sent.
PO-14-1080-1080C- 0372002014 VEH93 Operational 0SDO1/0SD10 James Sunbelt Rentals, Inc. dba. $0.00 | 3PS-
1080L-00000000183 ‘Senices Division Femi Case of New England Sent
)-14-1080-1080C- 0372002014 VEHS3 Operational 0SDO1/0SD10 James Taylor & Lloyd, Inc. $0.00 | 3PS-
1080L-00000000186 Senvices Division Femi Sent
PO-14-1080-1080C- 050712014 test Operational P Paula Taylor & Lloyd, Inc. | $151,170.00 | 3PS -
1080L-00000000186:1 Senvices Division Marshall Sent
PO. 1080C- 0372012014 VEHS3 Operational 0SDO1/0SD10 James Woodco Machinery Inc $0.00 | 3PS-
1080L-00000000189 Senvices Division Femi Sent
PO-14-1080-1080C- 032372014 VEHB3 Operational 0SDO1/OSDI0 | Kathleen Pete's Tire Bams $0.00 | 3PS-
1080L-00000000983 ‘Senvices Division Reilly Sent
P0-14-1080-1080C- 0500712014 Quick Buy Requisition Operational 0SDO1/OSDEP Paula Keefe Group $630.00 [ 3PS-
1080L-00000001034:1 Senvices Division Marshall Sent

7. The purchase order opens to the Summary
tab.

PO-15-103C-1080C- 1060030300 476 Release Number: Short Description:

o - - — Revepttbos. Click the Change Orders tab.
v vose s o Tree . Vi St
Depoient. . 0 v o Ty code
Alternate ID- RPAIZ Entered Date: 0971172014 05:21:20PM Control Code:
Days ARO: ] Retainage %: (179
Required By Date: Promised Date- Print Dest Detail: It Diterert
3 uyer Buye MES-S052 Tax Rate: Actual Cost: $2.24000

P B
Print Format: PO Intemal
St Ao e S— it Adaress P —

it gl

Emal; sl gopersoope com ;slli” ‘zst@gopariseaps.com
e |
Agency Files:
AaereyForms:
‘Vendor Files:

‘Vendor: 09002196 - TOMVendorZ]. Preferred Delivery Method: Emall
" . eorge sy " :

Remit-to Address: Dr\s'aim et Payment Terms: Shipping Method:
Sosion, MA 2108
Iy
Sl repese vatern @izt ma s Shipping Terms: Freight Terms:
Fhore: (35313555353
@350

PO Mailing Address: (George S

EMall fohelle yatemang@s EEmaLs
Frars: EsmEss a5
& 3638
PO Acknowledgements: Document Notmcsbons Arknowsgea DataTIme
Burcnase Orcer Paper Copy Matea CHNEETIL NS AN

Receipt information  ECLT

o feceips 10und 01 Il PUThase Order.

invoice Information
There arz ra Invoces,

Hem Information
Print Sequence £1.0, Item #1: Testitem 375 -5ant

UNSEICCose Emim

Land parces:
Req e/l =: £2-15-1000-1080C-10801 D00OINGES 11
Slanket or Conract=/ Lne RespiNebos Oy Uniced uou Discount ToalDsniAmt  TaxAde  TaAmowl  Feign ol Cost
‘PO-110A01060C-10801 00000091475/ 1 auarey WO 5000 EA-Exen om s w0 sl s20m
Manracer sran: Netet
Mae: Packagng
Aesaunt Goge Amaunt

ThEr I o e aseouning 21308 1 0 2.

|
B
:

There are 1t 2pproval PTG 0UNG o IS PUACHABe orger.

POl Vendor Copy

Copyfight © 201 L Perscops Hoings, Inc. A RIgHts Resered.

Release Purchase Order PO-15-1080-1080C-1080L-00000001476:2 = .

g Click the Create Change Order button.

8. The Change Order tab displays.

Geneal s Vendor Aotss Aot utng Arschmers Noes [ERINGR) Remincers  Sunmay

‘Thers are no changs orders for this document

Copyright ® 2014 Periscope Holdings, Ic. - Al Rights Reserved.
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Job Aid:

How to Create a Change Order

Screenshot Directions

Change Order (In Progress) - Release Purchase Order PO-15-1080-1080C-1080L-00000001476:2 R

e Sz Aowe Acmehg Alwcimed Sumay 5950
s g

snycane Prisger V] 0 sbeesy g

] = D o

Fs  Omdy  Manm  Chghs b U0 DhomS T Tm Tm Fege

ot Ortr Uit Cout. it Duomt b Lo

ity o it
| oSSt e PDSIEMIIC ML g s
Pl MBSO UL DN L0 oy Fh 1 SRR S o oam sm sm
T AN

T == ——

OO 204 FEG9E HORIGE it - P RSl

9. The Change Order opens to the Items
General tab.

NOTE: Changes may be made on the
following tabs: General, Items, Control,
Attachments, Notes and /or Reminders

A change order can include changes to the
items, such as quantity, unit cost, description.
Other possible changes include changes to
the department, purchaser, contact,
attachments, etc.

Change Order (In Progress) - Release Purchase Order PO-15-1080-1080C-1080L-00000001476:2 -

Gl Smcomtacions Aowws sy Amowety Sy smabey
[rrpre——

10. Make the changes and click Save &
Continue. For this purchase order, the
guantity was changed from 308 to 408.

To add another item, click the Search Items
button. Enter the search criteria for the new
item(s) and click ‘Find It'. When the items
search is complete, enter the quantity for the
new item and then click the Add to Order
and Exit button.

Once all changes are complete, click the
Summary tab.

Change Order (In Progress) - Release Purchase Order PO-15-1080-1080C-1080L-00000001476:2 -

G e s S oty e [ e
ot oo g v

[ Desrgton U Uptsd D Uptesg Soowta ity
oty 1

{aantity changed from "348,888887 10 250 EEEES A R F

Comnent
T I T B
Sz Crargs D Srabs Agome 1y Ve 2 e

Syt D e s A A e

11. The Summary tab provides a recap of the
changes made to the purchase order.

The Summary tab displays the modified field
and a description of the modification, when
modified and by whom.

If you would like the Vendor to approve the
change order click the Bilateral Change
Order Enabled at the bottom of the screen.

e To confirm the changes, click Save &
Continue

e To stop the change, click Delete Change
Order

e Change Orders require approval. To
submit the change for approval, click
Submit for Approval

JA_Buyer_Create-a-Change Order_2015-06-04
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Job Aid:

How to Create a Change Order

Screenshot Directions

Message from webpage

Are you sure you want to submit this change order for
approval?

12. Pop-up message displays, asking for
confirmation to submit the change order for
approval. Click OK.

Change Order (Ready for Approval) - Release Purchase Order PO-19-1080-1080C-1080L-00000001476:2 %

G o sioewin o oy e [ cooe

Comman iy
+ Cranys SRlRs
Commert e e e v
[ 28] Dayen ULt s ot
Oy ety o TEEIC 0 ST g OEEERELA ¥
Commet:
Jiem Accounfing Changes
T R

13. The Summary tab redisplays confirming
the change order is submitted for approval.

NOTE: Screen shot is split for viewing ease

To view the Purchase Order, click on the
hyperlink Back to PO.

Gl e oo s oty stonn [ seom
Com e e g

N Fat =H Dacten Vet s st
Qartytargetbon G b SR S

bl DHAUECA  Apred R e

oo | e

Tt i P e Al T R

14. Just like all other COMMBUYS
documents, a change order requires approval.
Once the change order has been approved it
will be in a Ready to Send status.

Open the change order and click Apply
Change Order at the bottom of the summary
tab.
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Job Aid:
How to Create a Change Order

Screenshot Directions

TT—— 15. A Vendor Notification Result will appear.

Subfect Charge Onder Noteaton - PO PO-1E-1080-1030C-1080.-00000001478:2, Test

Click OK to continue.

Email Recipients

Dellvery Date: 10032012 04833 PHL

Vendor I andor Hamg Emall Addrass
Q000213 TOMVendor2d Seller Seller (richelle waterman fitata. ma.us)

CapjgFh € 3014 Pasenps Holangs, .- Al igts Resened

16. The change order now displays in a sent

Release Purchase Order PO-15-1080-1080C-1080L-00000001476: A status on the Release Purchase Order.

GHeal [BME Ve Aot Accouming Foulng AMichments Nofss -mmm summey

CunpOrs S VedCEpOdElensE Cormat o Pust Usr Crtsd i o U
1 s OBUEEEAY B ODDRRELAN  ByEm

CopPU 2014 Prtop Hodhgs, I - s Resenet.
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